5. Skill: Develop Instrumentation To Certify Skills

And Knowledges Upon Completion Of

Program Or Course

Introduction And Objectives

Once you have performed your evaluations, you must
report the findings about individual performance regarding
required knowledges and skills to the program sponsor. It
is critical that you describe precisely what knowledges and
skills each apprentice possesses and explain how well the
level of knowledges and skills acquired compares to trade
standards. Further, you must report that information system-
atically for each apprentice. This means that you must create
and use a consistent record-keeping system for certifying
and reporting skills and knowledges for all apprentices.
This chapter is devoted to providing you with ideas and
formats for maintaining standardized individual and group
knowledge and skill record keeping operations. When you
have completed your work in this section of materials, you
will demonstrate your competence in this skill by being
able to:

1.   List the critical elements in a systematic certification
record,

2.   Critique and develop sample instruments useful to
certify apprentice knowledges and skills.

As you work through this unit of materials, examine the
instruments and devices you use currently to certify and
report related subjects knowledges and skills. Do they in-
dicate the necessary Information?

Why, When And What Is Record Keeping About

You are obligated to keep records for both legal reasons
and for keeping track of apprentice learning activities. The
most Important consideration concerning the legal aspects
of record keeping and certification of skills Is that the
apprenticeship agreement is a training contract in which
the requirements of both the apprentice and the apprentice
trainers are specified. You are obligated to provide instruc-
tion in certain job related topics. Likewise, you are obli-
gated to provide the specified instruction either for a certain
number of hours or until specified performance outcomes
are achieved by the apprentice. This means that you are
obligated to keep records of apprentice performance,

attendance and time in instruction by content. These records
document apprentice progress and, In most training pro-
grams, are used by the program sponsor to make decisions
about advancing the apprentice in grades of pay and respon-
sibility. Your records must be accurate, current and in suf-
ficient detail for making recommendations and decisions
about each individual apprentice.

A second important legal aspect of grading and record
keeping is that the performance standards for each appren-
tice in a trade or craft must be reasonably similar. Perform-
ance outcomes and types of reporting In related subjects
Instruction cannot vary appreciably from apprentice to
apprentice. Not only are you required to certify to the
program sponsor that the apprentice has mastered certain
necessary skills and knowledges, but also you are expected
to provide your judgment on expected succeess in the
trade for each apprentice, Make certain that you assess
apprentices using equal means and report findings in simi-
lar ways. The equal opportunity is particularly critical given
that some apprentices simply do not master the necessary
knowledge and skills to become certified journeymen and
some apprentices do not complete their training.

A final Important legal aspect of related subjects instruc-
tion records involves reimbursement. Because funds to
support the related Instruction activity may come from one
or more of a variety of sources (i.e., union training funds,
employer training budget, state education agency) you must
be able to certify the contact hours of instruction and the
hours of facility use for each apprentice.

Records also are important for keeping track of apprentice
learning activities. A visible progress record for all appren-
tices is an effective motivational device. Even more impor-
tant, by keeping composite performance records, over time
you as a related subjects instructor can make logical teaching
decisions about how to adjust content, modify criteria, pace
materials and so forth for future groups of apprentices in
related subjects instruction, For example, suppose from your
progress record of related subjects general physical science
Instruction you found that some apprentices had difficulty
mastering Information on the principles of electrical resist-
ance but had little trouble with the concept of battery
storage of electrical current. Then you could seek to (a)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